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Intermediste Writing Workshop
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The writer of th!s momorandum monitored *Intermediate iiriting
Yorkshop® from 8 February through 3 March 1960 &8 2 result of &
request from the Chief, Intelligence 3School dated 28 Mey 1959.

I, COURSE ORJECTIVE

*To stimulate habiis of thoughtful, self-oritieal writing for
intelligence production,®

IT1. QENERAL INFORMATION

Thers were 2 total of ten students in this eless, ranging in
G5 levels frea 7 through 14, with the majority at G3-12, The stu-
dents omze from the following camponents: DD/P-l, DD/I=5, and
DD/Swi. Seven atudenis indicsted en their “grsen sheeta” bachelor
degreea or nore, tve claimed work beyond the high school level, and
one clxinmed only high school gredustion. Most of the students hed
been with the Agency quite & few ysars and the range varied from
one year, seven monthas to twelve years, sleven montha, with the
aversge ebout slx yesra. The class met for nine three-hour morn-
ing messions with s totsl of 27 hours over m periocd of four weeks,

Mention ahould be made of the followings

1. There wes no published course sshedule., Presumebly
thia was to allow flexibility of content directed apecifically
to the needs of the students,

2. Variation of student activity, involving writing and
editing with some related analyzing and eritiguing.

3. Use of m screening test to determine the capsbility
of the atudent to enter this partieular level wo .

4e Feedback of results to the students is as repid as
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possitle comsistent with this type of work and clese scheduling,
Moreover, it is directly pertinent to eszch student's own work.

5, The instrustor hes & very chamming personality as
reflacted in her conduct of classroos setivities end in dealing
with the students,

The following muggestions are made with the intent thst they

vill contribute to sove degree in the laprovenent of instruction
and student leerning, They sbould not be resd nor interpreted es

any offieinl demend upon the Chief Instruoctor to {mplement them,

In fact, due to the present method of condueting this course, most
of these suggestions are minor in nature. Furtber, they keve besn
dlacussed with the Chief Imstructor prior to being placed in this

memoraniui.

1. 7This ecurse should be expanded to approximetely 40
hours durstion, It iz & "skill" treining course and, in erder
to develep any desirsble proficiency level, more treining
time is highly desirsble with repetition snd prectice axperi-
ences under the close supervision and guldanee of the instructor.
Scheduling of such sn expanded course is outlined in Sugges-
tion f% balow,

2. Consideration should bde given to the possibilities of
condueting this ecourse for, perbeps, one and a half to two
weeks maximm still on & psri-time besis. As this is prisarily
a "skill treining” inwlving extensive practiesl work, part-
time seheduling is secertable since fuli-time attendsnce &nd
work would be very fatiguing to the student, Scheduling the
course over & four-week spcn, posaibly acts as s detrimental
fastor and may eause, smong other things, eonfliet mmong some
persconel in their neod %o sttend other courses conducted
simultanscusly, even tc the poinit of preventling potentis]l stu-
dents from enrolling in this courss. This suggestion is
proffersd vith the fuil consideration of sush fzctors as:
feedback proesdures and time required for grading of gtudent
worky desire for students to immediately apply their lesrnings
to their office vritings; snd the like,

3. The courss, ss prasently constituted, should be revizsd
in one of two possible wvays:

s, BStudent earoliment should be 1limited to UD/I per-
sonnel and the writing experisnces made pertinent to
their jJob needa; or

2
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b, Stodent enrollment should include personnel
fron 81l components snd the subject maiter of the
writing exsrcises made pertinent to their aeross-
the-board job needs,.

The course objectives state in pert %, . . writing for
intelligence production.” This olass, which was reasonably
typical of others, had only 50 percent of itas persomnel from
DD/I. Practically all of the written exercises related
directly to OCI reports or other similar types of writings,
It is antioipeted thet 50 percent of the olsas will not be
required to perform such writings in their jobs. Basiec
writing principlea of organisstion, analysis, and composi-
tion mpply ascross~the-board to most type writings, To be
most effective; however, the spplications of these prinsi-
nlea should be teught directly to the type of writings re-
quired by the atudents in their jobs, This would not nscessar-
ily preclude an initiml experience in OCI writings for the
norn-DD/I students. If &, sbove im not practiesl, then ithe
Chiaf Instructor should make a definits effort o implement
2 more sxtensive varisiy of writing sxperieonces stated in b,

4e In requiring the students to anslyzs information and
produce s writing outline, it would be more effective if the
instructor would jnitially go tbrough this process with the
students, developing visually on the blaekboard, the recom-
mended procedures and stens, rather than sllowing the students
to parform the operation and then subsequently teech the
correct procedures. This method would promote specific
learnings in contrast to thes present procedure in which the
instructor develops orally and in generzl temms, the recou-
mended method of vroducing o writing outline.

5, It is strongly suggested that the Chisf Imstructor
fngtitute some method of followeup to the former students,
Such & method would be very valusble in escertaining the
degrese of effectivencss of this course in meeting the noeds
of the students., This msthod would be more than an invits~
tion to the graduates to bring exsaples of their Job writings
to the Chief Instructor for guidance and anasistance in re-
fining their writings.

6, On ell hand-outs for in-clsas work, the typist
should doublewspace the materiel or provide saple space
after each item in order that the students may accomplish
the olass work on the seme paper.
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7. In conducting clase work, the instructor should not
make & prscties of oslling uwpon in rotation by secting srrange-
ment, This habit does not force each student to be alert on
each item being questioned,

8. It might be very worthuwhile if OTE coculd afford to
rrovide esch student, for permanent retention, e copy of the
mggested textbook, "Hendbook For Hriters®; lLeggett, Mead,
and Charvaty %wtiw%hll, Im., Hadsy 1958, This night be
made optionsl en the part of the atudent dependeut upon his
eatimsted nesd for referencs to this book in his Job wrltings,

9 Yo sxaninstions sre given during the course; neither
i 2 final test given., 7Ths Chisf Instructor bases ber evalus-
tion of student effectiveness upon the seversl practiesl
writing exercises given i t the course. The "Training
Evaluation" (see Attaciment A) 13 so constituted that the
Chief Instructor reports the strengths mnd weaknesses of sach
student oz reflected by the student's class performance,
This method anpears quite effective In Informing the student's
supervisor of the stadent's achisvement In this eourse,
(8tatement of & fact—-not & suggestion.)

10, The irstructor might consider sttendsnce, st ber con-
venience, in an Imstructional Techniques Course., Dven though
she hap seversl yesrs of teaching expsrience to her credit,
ahe night find this ecourss very valueble in agsisting her in
sone of the elements of plamning & lesson and the techniques
of conducting c¢laas sesalonas,

B o

Attachment
As stated above

Distribution
orig. and 1 c/Is

-~ DTR

Ed., Specialist
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